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STATE OF HAWAI |
M ni mrum Qual i fication Specifications
for the C ass:

DI STRI CT PARENT COMMUNI TY NETWORKI NG CENTER ASSI STANT
(DI STRICT PCNC ASSI STANT)

Prerequi site Know edge and Abilities Required:

Know edge of: Phil osophy, goals, objectives, and role of
the Parent Community Networking Center (PCNC) progranm basic
educational goals; basic principles of oral comunication
i ncludi ng group informational sessions techniques; techniques and
principles of interpersonal relationship skills; interview ng and
notivating techni ques; basic arithnetic (addition, subtraction,
mul ti plication, division, percent and average); and proper
Engl i sh usage, grammar, punctuation and spelling.

Ability to: Understand and explain the phil osophy, goals,
objective and role of the school site and district PCNC prograrns;
speak effectively with individuals and before |arge groups;
prepare clear and effective witten correspondence and
i nformational brochures and handouts for a range of audiences;
prepare clear and concise reports; apply techniques and
principles of interpersonal relationships skills; develop and
mai ntain effective working relationships with a variety of
i ndi vidual s and groups; facilitate the nonitoring and eval uation
of school site PCNC prograns; organize and facilitate district
and school site PCNC program activities; organize, coordinate
and/ or conduct workshops and information di ssem nati on sessions;
nmeet and deal effectively with representatives of comunity and
busi ness organi zations to foster their cooperation and
participation in support of school and district PCNC goals and
obj ectives; estimate funds required to carry out planned district
PCNC activities; and prepare purchase orders and keep track of
expendi t ur es.

Basi ¢ Educati on Requirenent:

Experience requiring the ability to read, conprehend and
apply witten directions and a high degree of verbal skill in
addition to the ability to perform basic mathemati cal
conput ati ons, including percentages and averages. This
experience may have been net frompart-time and/or unpaid work.
There nust, however, be evidence that participation was on a
conti nuous basis but not necessarily on a full-tinme normal work
basis. This requirenent may al so be nmet by possession of a high
school di pl ona.
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Experi ence Requirenents:

Ceneral Experience: Except for the substitutions provided
for in this specifications, applicants nust have had general work
experience of the kind and quality described bel ow

Two (2) years of paid or volunteer work experience in which
t he applicant worked with individuals and/or groups and was
required to possess the followng ability or denonstrated the
sane:

a) Under stand and explain various materials related to the
progran project/activity.

b) Establi sh and maintain rapport and effective working
relations with individuals and groups and encourage
participation in program project activities.

c) Communi cate effectively with individuals and groups to
inmpart and elicit pertinent information.

d) Pl an and conduct group information sessions.
e) Prepare activity reports.

In addition, applicants nust have had paid or vol unteer work
experience in a programwhich provided the applicant with
know edge of basic educational goals and the phil osophy, goals,
obj ectives and role of the PCNC program There nust al so be
evi dence that the applicant understands the phil osophy, goals,
objective and role of the PCNC programand its relationship to
the school, parents and community. This experience nay have been
gai ned concurrently or separately fromthe General Experience
required.

Substi tutions All owed:

Substitution of Education for Experience: Successful
conpl etion of coursework froman accredited comunity coll ege,
coll ege or university may be substituted for the Genera
Experience up to a maxi nrum of one and one-half (1-1/2) years.
The education may be substituted for the required Ceneral
Experience on the basis of fifteen (15) senester hours of
coursework for six (6) nonths of experience, provided that at
| east three (3) credits per senester were in the social sciences
or related areas and provi ded know edge of basic principles and
t echni ques of oral conmunication and interpersonal relationship
skills.
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The education may not be substituted for experience which
provi ded know edge of educational goals and the phil osophy,
goal s, objectives and role of the PCNC program

Quality of Experience:

Possessi on of the required nunber of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.

Li cense Requi r ed:

Applicants nust possess a valid license to drive in the
State of Hawaii .

Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of some positions. |n such positions,
certification nay be restricted to eligible who possess the
perti nent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connection between the kind of training and/or experience on
whi ch they wi sh to base selective certification and the duties of
the position to be filled.
Tests:

Applicants may be required to qualify on an appropriate
exam nation

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or w thout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities in these or other areas will not automatically
result in disqualification. Those applicants who denonstrate
that they are capable of performng the essential functions of
the position will not be disqualified under this section.
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Any condition which woul d cause applicants to be a hazard to
t hensel ves or others is cause for disqualification

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the medi cal exam nation, and requires the approval of the
Director.

Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.

This is an anendnment to the m ni num qualification
specification for the class DI STRI CT PARENT COVWUNI TY NETWORKI NG
CENTER ASSI STANT (DI STRI CT PCNC ASSI STANT) whi ch was approved on
5/ 31/ 95.

DATE APPROVED: 11/17/00

DAVIS K YOd
Director of Human Resour ces Devel opnent



